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INSTRUCTIONS: The government representative normally will prepare the form in duplicate and forward the original, if applicable, to the appropriate department and
retain the copy for his file. Additional essential copies or the original may be prepared for other departments as applicable.
another department to obtain data, 'request" block will be checked, “topic/problem™ block and also code block will be filled in by the requestor.

If the form is used as a request to

FROM: (Code) TO: VIA (Code & Initials) VIA (Code & Initials) VIA (Code & Initials) VIA (Code & Initials)
CONTRACT NUMBER PURCHASE ORDER NUMBER TELEPHONE DATE OF VISIT OR
PERSON(S) CONTACTED NUMBER TELEPHONE CALL

CONTRACTOR OR FACILITY AND ADDRESS (Include Zip Code)

TOPIC/PROBLEM (Continue on reverse side if necessary)

ACTION TAKEN (Continue on reverse side if necessary)

RECOMMENDATIONS (Continue on reverse side if necessary)

FOLLOW-UP VISIT OR CALL REQUESTED BY

DATE VISIT OR CALL COMPLETED

REVIEWED BY (Supervisor)
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DATE
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Reset




	DATE_PREPARED: 
	FROM_Code: 
	TO: 
	VIA_Code__Initials: 
	VIA_Code__Initials1: 
	VIA_Code__Initials2: 
	VIA_Code__Initials3: 
	CONTRACT_NUMBER: 
	PURCHASE_ORDER_NUMBER: 
	CONTRACTOR_OR_FACILITY_AN: 
	FillText4: 
	FillText5: 
	FillText6: 
	TOPICPROBLEM_Continue_on: 
	ACTION_TAKEN_Continue_on: 
	RECOMMENDATIONS_Continue: 
	FOLLOWUP_VISIT_OR_CALL_RE: 
	DATE_VISIT_OR_CALL_COMPLE: 
	REVIEWED_BY_Supervisor: 
	Reset: 
	RevDate: 
	request: Off
	report: Off
	instructions: 


